DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250

MARI NE CORPS Al R GROUND COMVBAT CENTER

TWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALMSI NST 12300. 3E
Code 0500

30 Decenber 1996
NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON 12300. 3E

From Commandi ng O ficer

Subj: ClVILI AN EMPLOYEE RECOGNI TI ON AWARDS PROGRAM

Ref : (a) NAVHOSP29PALMSI NST 12430. 1A

(b) OPNAVINST 5420.27J
Encl: (1) Rules for Selection

(2) Sanple Nom nation Form
1. Purpose. To establish a Gvilian Recognition Awards Program
for Naval Hospital, Twentyni ne Palns and publish conposition of
the G vilian Enpl oyee Recognition Board (CERB)

2. Cancellation. NAVHOSP29PALMSI NST 12300. 3D.

3. Background. Per reference (a), this instruction establishes
the Gvilian Enpl oyee Recognition Awards Program to provide
specific incentive awards to exceptional hospital civilian

enpl oyees. The CERB is established in accordance with the

gui dance set forth in reference (b), and will assist the
Commandi ng O ficer in recognizing civilian enployees by making
recomrendati ons for awards.

4. Conposition. The CERB shall be conprised of a Chairnman,
appoi nted by the Commanding O ficer, and the foll ow ng nenbers:

a. Performance | nprovenent Coordi nator.
b. Current Senior Sailor of the Year.

c. Current Oficer of the Year.

d. Head, Manpower Managenent Departnent.
e. Current Cvilian of the Year.

f. Current Senior Cvilian of the Year.

g. Ad hoc appointees of the Chairnan.
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5. Gener al

a. The Commanding O ficer will present Cvilian Enpl oyee
Recogni ti on Awards as fol | ows:

(I') "G vilian Enpl oyee of the Quarter Award" for
enpl oyee in pay schedul es general schedul es/federal wage
schedul es one through five (GS/ FWs 1-5).

(2) "Senior Civilian Enpl oyee of the Quarter Award" for
enpl oyees in pay schedul es general schedul es/federal wage
schedul e six and above (GS/FW5 6 and above) or any civilian
supervi sor, regardless of their pay |evel.

(3) "Gvilian Enpl oyee of the Year Award" for
enpl oyees in pay schedul es GS/ FWs 1-5.

(4) "Senior Civilian Enpl oyee of the Year Award" for
enpl oyees in pay schedules GS/ FW5 6 and above, or any civilian
supervi sor, regardless of their pay |evel.

b. Award recipients shall receive the follow ng:
(1) Letter of Commendation fromthe Commanding O ficer.

(2) Oficial personal photograph and copy of the Letter
of Commendati on nounted and framed at the Command Awards Di spl ay.

(3) Arotating desk sign of recognition: ie., "Naval
Hospital Cvilian Enpl oyee of the Quarter works here!"

(4) Tenporary use of an appropriately |abel ed reserved
par ki ng space in the Naval Hospital's staff parking area.

c. Recipients of the Cvilian Enpl oyee of the Year and
Senior Civilian Enployee of the Year awards will receive a
nonetary award of $300 and $500 respectively.

d. Enclosure (I) provides “Rules for Selection of Gvilian
Enpl oyee Recognition Awards” to be utilized by nenbers of the
CERB.

e. Enclosure (2) provides a sanple “Cvilian Enpl oyee
Recognition Award Nom nation” formto be submtted to the board
by the nom nator.
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6. Action
a. Commanding O ficer shall:
(1) Approve/di sapprove all award recommendati ons.

(2) Congratul ate approved awardees at the earliest
opportunity.

(3) Notify the Chairman of the CERB of approval/dis-
approval of recommendati ons.

b. Chairman, G vilian Enpl oyee Recognition Board shall:

(1) Pronote nom nations, receive nom nations, and
Chair the CERB.

(2) Pronptly report board recomendations directly to the
Commandi ng O ficer.

(3) Pronptly report nanes of approved awardees to the
Head, Manpower Managenent Departnent, Comrand Master Chief, Head,
Fi scal Departnment (when appropriate),the Public Affairs Oficer
and others with a need to know.

(4) Submt request for appropriate awards to Fi scal
Oficer.

(5) Ensure Letters of Commendation are prepared and given
to the Command Master Chief or his representative.

c. GCvilian Enpl oyee Recognition Board shall:
(1) Meet at least quarterly at the call of the Chairman.
(2) Make recommendations to the Commandi ng O ficer for
specific awards and general policies related to civilian enpl oyee
recognition.
d. Head, Manpower Managenent Departnent shall:

(1) Ensure pronpt transfer of desk signs fromoutgoing to
i ncom ng awar dees.

(2) Ensure pronpt notification of new awardees of their
desi gnat ed reserved parki ng space.
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(3) Coordinate tinely official photo taking of new
awar dees and fram ng of photo and Letter of Commendation at the
Command Awards Di spl ay.

(4) Ensure tinmely Plan of the Day announcenents
congratulating all nom nees and new awar dees.

(5) Coordinate the tinmely procurenent of appropriate
pl aques for new awar dees.

e. Command Master Chief shall coordinate an awards cerenony
for awardees.

f. Head, Fiscal Departnent shall ensure processing of
nonet ary awards when appropri ate.

g. Public Affairs Oficer shall coordinate external
recognition of awardees (i.e. Cvinfo, OP, etc.)

h. Directors, Departnent Heads, Supervisors and Managers
shal |l thoroughly famliarize thenselves with this instruction and
ensure w dest di ssem nation.

7. Applicability. This instruction is applicable to al
personnel aboard Naval Hospital, Twentynine Palns, California.

e fa
R S. KAYLER

Di stribution:
Li st A
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RULES FOR SELECTION OF ClVILI AN EMPLOYEE RECOGN TI ON AWARDS

The follow ng rules shall govern the sel ection of
Cvilian Enpl oyee Recognition Awards:

1. Al Naval Hospital Staff are encouraged to submt
nom nati ons.

2. Nomnations shall be submtted in the format provi ded by
encl osure (2) of the basic instruction to the Chairman, Cvilian
Enpl oyee Recognition Board (CERB) prior to the 25th day of the
nont h preceding the end of the quarter or fiscal year. GCvilian
enpl oyees in non-supervisory positions with a GS/FW5-5 rating or
|lower will be eligible for Gvilian Enpl oyee Awards. GCivilian
enpl oyees with a GS-6/FWs-6 rating or higher and all civilian
supervisors, regardless of their pay level, will be eligible for
Senior Civilian Enployee Awards. G vilian Enpl oyees of the
Quarter will be automatically considered for G vilian Enpl oyee of
t he Year awards; however, these yearly awards are al so open to
any new nom nees.

3. To be eligible for a Cvilian Enpl oyee Anard an enpl oyee nust
have been on board the command for a mnimum of three (3) nonths
for quarterly awards and nine (9) nonths for yearly awards.

4. Al nomnees will be notified of their nom nation by the
chairman of the CERB. At |east three regular voting nenbers of
the CERB nust be present to convene a selection board. The

Chai rman of the CERB votes only in case of a tie. Milti-voting
will be used. Each CERB voting nmenber will give three (3) points
to their first choice, two (2) points to their second choice, and
one (I) point to their third choice in each category. The

i ndi vi dual receiving the highest point total in each category

will be selected as the CERB' s reconmendati on to the Commandi ng
Oficer.

5. Individual CERB nenbers shall use the witten nomnation in
selecting their choices. A criteria score sheet will be provided

to assist nenbers in their selection.

a. Professional Performance (25 points maximum: Perforns
all work assigned in an outstanding and superior nmanner wthin
t he bounds of the enployee's position description or as assi gnhed.

b. Reliability (5 points maxinmum): On tinme work. Meets
goal s and assignnents in a tinmely nmanner

Encl osure (1)
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c. Behavior (5 points nmaxi mun): Nom nee has exenpl ary
conduct during period being considered. WIllingly follows all
regul ations and acts in the best interest of the Command.

d. Adaptability (5 points maxinum: Readily adapts to
unf oreseen or new situations outside the scope of his or her
prof essional duties and/or qualifications. Gets along except-
ionally well with others.

e. Appearance (5 points maximum: |s neat, appropriately
dressed and presents a professional deneanor.

f. Community Spirit (5 points maxinmum: Partici pates/
contributes to activities that pronote conmand i mage and noral e.

Encl osure (1)
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SAMPLE Cl VI LI AN EMPLOYEE RECOGNI TI ON AWARDS NOM NATI ON

From Nom nat or
To: Chairman, Civilian Enpl oyee Recognition Board

Subj: CVILI AN EMPLOYEE RECOGNI TI ON AWARD NOM NATI ON

1. i's nom nated for your
consi deration as:

a. G vilian Enpl oyee of the Quarter

b. Senior Civilian Enployee of the Quarter

C. G vilian Enpl oyee of the Year

d. Senior Civilian Enpl oyee of the Year
for the period to

2. The following adm nistrative information is provided:

a. Gvilian enploynent date:

b. Naval Hospital enploynent date:

c. Enployee's grade/rating: GS or WG
3. Briefly describe nom nee's job/duties:
4. Describe why nom nee shoul d be sel ected:

a. Professional Performance:

b. Reliability:

c. Behavior:

d. Appearance:

e. Community Spirit:

Si gnature of Nom nat or

Encl osure (2)
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